AutoCrat Script: Create a Mail Merge Letter with Google Form Data
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Script Gallery

Authorization required

The script autoCrat \V4.3.2 (5/10/13) owned by sandra.lagrange@stmcougars.net and last
edited by sandra.lagrange@stmcougars.net on Jul 16, 2013, 6:34:47 PM requires your
authorization to run.

Google makes no representations about the performance. quality, or content of this script. You

should only run the script if you trust the creator, as you are solely responsible for any i i
compromise or loss of data that may result from using this SE,I’IDt. When thls bOX appears’ the Scrlpt has
been installed.

Please be sure to read the Google Docs Additional Terms before using scripts

YOU ARE ABOUT TO LAUNCH A SCRIPT THAT WILL PUBLISH ITSELF AS A SERVICE. This
may grant other users the ability to run the script as if it was run by YOU. Make sure you
trust the author! If you weren't expecting this dialog. you probably do not want to

authorize this seript. Instructions for using the script will
appear in the spreadsheet.

The script requires access to the following services:

« View your email address
« Spreadsheels

+ Send Email

+ Docs

+ Documents

« Script Properties

+ User Properties

In order for the script to work, you will need to create a Google Document or Spreadsheet to use as a template for the
merge.

First, create a template Document. Include double bracketed tags for any personalized data you want to populate from the
spreadsheet. Ex) <<First Name>> . IMPORTANT: Do not use any non-alphanumeric characters in your tags. Other than
that, it doesn't matter what you call the fields, because you will map them to your spreadsheet headers in a few steps. The

benefit of spelling them the same as your data column headers: they will automatically map to the correct column in your
source data.

If you've installed and authorized the script, you should see a new menu item to the right of "Help", called "Document
Merge." If you don't see it, try running the onOpen function from the script editor (Tools->Script Editor->Run->onOpen.

In the "Document Merge" menu, select "Select data source and template doc" and complete the settings. If you don't have a
collection that contains a template file with <<Merge tags>> in it, go back and do this first.

In Step 1: You will first be prompted to choose your merge template from Drive. A template must be Google Document type
file, with <<Merge tags>> that you will use to match to your column headings.

In Step 2: you will be asked to choose which sheet contains your source data for the merge.
Step 3 will prompt you to "Set Merge Conditions," which means you have the option to require a match to a value in a
particular field of your source data before a given row will be merged. Leaving this setting blank will cause it to be ignored.

Step 4, "Set Field Mappings", will ask you to map each <<Merge tag>> to the spreadsheet column you want to use to
populate it. Save the mappings.

In Step 5, "Set Merge Type", decide what type of merge you want to try...there are a number of combos and cool
possibilities. Look to the bottom of the panel for a clue as to the $variableNames that are available for any of the fields you
want to populate dynamically per row.

Here are some basic options to play with. Checkbox allows you to test on first-row only if you like.
* ONLY saving merged Docs to a collection, either as PDF or Doc format.

* Saving to a collection AND emailing PDF as attachment.

* Saving to a collection AND emailing recipient a link to individually shared Docs as View-only

* Saving to a collection AND emailing recipient a link to individually shared Doc as Editor

For date formatting to be handled in a merge field, you must use the Format->Number menu from the spreadsheet to format
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any dates. Currently only three formats are supported: "M/d/yyyy", "MMMM d, yyyy", and "M/d/yyyy H:mm:ss" ... i.e.
1/30/2012...January 30, 2012, and 1/30/2012 9:32:34.

The document Header and Footer can also contain merge tags!

In Step 6, you can run the merge, test on only the first row, or simply save your settings for later.
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